	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	DIRECTOR, ADMINISTRATIVE SERVICES





DEFINITION:





Under administrative direction, to plan, direct and organize the administrative activities of the San Diego Superior Court.  The San Diego Superior Court provides a variety of court services and programs which support the judiciary in the administration of justice.





CLASS CHARACTERISTICS:





This is a one-position, top-level management class allocated to the San Diego Superior Court.  The Director, Administrative Services reports to the Assistant Executive Officer or Executive Officer and is responsible for the administrative activities of the Superior Court.





EXAMPLE OF DUTIES:





Plans, directs and organizes the administrative activities and operations of the San Diego Superior Court including budget preparation and control, fiscal analysis, financial management, personnel and payroll, contracts, facility services and supplies and other administrative support services; establishes internal policy, controls and guidelines for administrative services; identifies operational problems and directs the formulation of resolutions; reviews federal, State, local codes and court rules, regulations and directives established for providing a variety of court programs; prepares executive level reports, correspondence and presentations; interacts with elected officials, County executives, State court officials, criminal justice agencies, local bar associations and community groups to accomplish goals and objectives; establishes organizational structure consisting of staffing and reporting patterns and defining units; performs special studies and projects as assigned by the Assistant Executive Officer or Executive Officer; and supervises subordinate staff.





MINIMUM QUALIFICATIONS:





Knowledge of:





   •	Application of modern principles and methods of administration relative to the planning, development and implementation of a variety of support services provided to departments within the San Diego Superior Court.


   •	Policy/procedures development and implementation related to administrative services for the San Diego Superior Court.


   •	Recordkeeping and records maintenance requirements for state trial courts.


   •	Space management requirements, standards, and procedures.


   •	Contract negotiation and administration, government bidding, and purchasing procedures.


�
   •	Principles and theory of public administration including general administration, fiscal management, and accounting.


   •	State and Federal laws and guidelines applicable to human resource activities, including equal employment opportunity, recruitment, selection, loss prevention and claims management.


   •	Principles and practices of supervision and training.





Skills and abilities to:





   •	Plan, organize, and direct the administrative activities of the San Diego Superior Court providing support services to court departments.


   •	Establish internal administrative policy, controls, and guidelines related to court programs.


   •	Ensure compliance with regulations, rules and standards established for support services provided to a public agency.


   •	Direct the development and implementation of human resource management policy, procedures, plans and programs.


   •	Identify and resolve departmental operational problems.


   •	Coordinate departmental activities with other court departments, justice agencies, and business and community leaders.


   •	Prepare annual budget and monitor expenditures and revenue.


   •	Supervise, train, counsel, and review the work of subordinates.


   •	Prepare executive-level correspondence and reports.


   •	Prepare and give public presentations on the department's activities, functions, and issues.


   •	Establish and maintain effective and diplomatic work relationships with department staff, members of the legal community, public officials, media and representatives from outside agencies.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





License:  A valid California Class 3 driver's license is required at time of appointment or the ability to arrange transportation for field travel.  Employees in this class may be required to use their personal vehicle.





Previous Class Title:  New Class





County Class Linked To:





Class No.:  0542
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